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FITNRSS REPORT

Reaoissions |ﬂa,tee 21 Jenuary 1956

Ce

4.

POLICY
The Agenoy will periodieally evaluste the work performenee and efe
fectiveness of its staff employees and steff agents,

Sepervisors at all levels will prepere fitness reports for their im-

medipte subordinates, Form 45 will generally be used, but performance

of individusls at gredes G8-14 and above mey, if preferrsd, be evale

usted in memoraendum form,

Reviewing offlelals will ensure the cereful snd accurste completion

of fitness reports by subordinate supervlisors, and will record their

own independent julgments as to the corractness of eompleted evaluaw

tlons.

In the ipterest of sontinuous improvement of performence, Agency

pélicy required that a fitness report be shown to and discussed with

the individue) concerned upen completlon, except in the following

capogs

(1) When it would hemper or disrupt work beesuse of unueual opers=
tiopel clrcumstances, as st a smsll station where the supervisor
and the individual must live in very close rroximity with con-
stant soeial contact; or
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(2) when medicsl or paychologleal reasons meke it L L
advisable; or
{3) when seaurity considerstions preclude it; or
(4) vhen geographic separation of the supervisor and the individ.
val makes {t physieally izpracticadle,
Whensver the report is mot shown to and discussed with the individ~
ual, the supervimor must state kis reason on the report. Upon the
individusl's request, the head of hiz career service will subsew
quently show him the report, security considerstions permitiing,
.Ba fitness reyort may be used to surrort an sdverse actiom unless
the person svaluated has peen it and Pus had opportunity to discuss
it,
RESPONSIBILITIES
. OQuamating Officisls
Operating Officlels are reaponsible for direecting the pre-
paration, review and forvarding, in mecordang: with this ree
gulation, of fitneass reports comcerning personnel under their

Jurisdietion,

|

Heads of coreer servipes are resyonsible for review of £ite
neas reports as they pertaim to eareer menagement of memters
of their respective services,

. Rimcior.of Persapgel
The Director of Persomnel is responeible for periodically

Swonmy
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reviewing the effedtiveness of this evalu-tion progrsm and
for the eontrol and meintensnoe of gentrel fiiness report

3, BEPCETING SCHEDUIR
e, Juitial Revort
& fitness report will be prepered for each employee 9 months

after his entrance on duty, so ee to be evailable well befere
sompletion of his 2.month trial period, FHowever, the repart

my bs deferred for a period not to exceed 30 days, to give

$he supervisor additional time to evaluate an employee who has

boen under his dgurisdiction less than 90 days,
b Angunl Beport
A fitaness report will be prepared annuslly for each employes,

sxgept when an inid¥ial, rveassigrment, or speeisl fitness re-

port has been mede within 90 days of the smnusl report due date.
An annual report may de deferred until the employee has been
unfer the jurisdilction of the supervisor 90 days.

ssecs Tt as-cx

Schedule for the Sulmission of Annual Reports

8817 through G8-10 30 September
G8-11" . cnf @ G812 31 Degenmber
G8=13 = and above 31 Maroh

{1) A supervisor who 4is to be resssigned or who 13 lenving

$he Agensy will, before his departure, prepare fitness

e
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yeports on individusle under ﬁis mdiata supervisien
for whes no such report hae been prepared withim the
preceding 90 days,

(2) uwhen an saployee 1s to be reassigned, a fitness report
will be preswred to sccompany Form 1152, Fequest for
personnel Action, unless such a report has been prepared
for some other purpose within the preesding 70 days,

d. Special Reports
A ?itness report will be prepared vhcmvir necessitated by a

particular eireumstance, such as a proposed action based on
extrsordinary merit, or completion of a short detail, a
speoial aspignment, cr a probationary period.

INITIATION OF REPORTS

a. The Offiee of Personnel will furnish to the Administrative or
Personnel Officer of each major component, on or bafore the
15¢h day of eaeh month, a list of the headquarters employees
for whom an imitial or anmual veport will be due within the
next 30 days, .

b. Reassignment reports will be prepared as prescribed in this
regulation, without netice from the Office of Personnel,

c. Specizl Reports will be prepared as directed by Operating
0fficials and heads of career gervices,

-k«
SECRE?
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5, ROUTING CF REPORTS

The mupsrvisor exseuting a fitness report will subtnit it for
somment and endorsement to the reviewing official, vho will fere
ward 1t through regular command channels in time to reech ths heal
of the sppropriate career serviee within 15 vorklsys after the due
dste of the report. The latter will retain one ecopy and forward
the original and cme otker to the Office of Fersomnel.

6, RIPORTS OF UNSATISFACTORY SERVICE
A fitness report expressing the opinion thet an employee should be
ssperated or julging him to be insompstent will be acoompanied by
& oopy of & werning memorondum notifying him of his defigiencies
in paxrformence,

w8 e
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